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lectures) 


Serials: Serials are publications issued in successive parts and intended 
to be published indefinitely e.g newspapers, journals, conference 
proceedings, memoirs, bulletins e.t.c. A serial can be in print or both 
print and electronic form. It usually has numerical/chronological 
designations. Serial collections can be found in the Serials section of the 
library. They are usually produced by institutions, learned societies, 


and/or nongovernmental organization. 
Definitions of Serials 


Osborn (1980) defined serials as publications issued in successive parts, 
at regular or irregular intervals and intended to be continued 
indefinitely. Serial publications issued in successive parts at regular 


intervals are called Periodicals. 


Serial is applied to” materials in any medium issued under the same title 
in a succession of discrete parts usually numbered (or dated) and 
appearing at regular or irregular intervals with no predetermined 


conclusion. 


Periodical is a serial publication with its own distinctive title, containing 
a mix of articles by more than one contributor, issued at regular stated 
intervals of less than a year, without prior decision as to when the final 


issue will appear e. g magazines. 
Examples of Serials 


Journals: These are peer reviewed periodicals where research papers 
relating to a particular academic discipline is published. They are 


published at intervals e.g. quarterly, bi-annually or annually. 


The Library subscribes to scholarly journals which can be in hard copy 
or electronic format to provide the most current information available on 


a variety of subjects. Journal articles are useful for research and 


assignment because they provide access to the latest research in a 


particular field of study and keep up to date with current issues. 
Features of Serials 


1. A serial is a continuing publication 
2. It may be regular or irregular, or not published at the stated time 
3. It may have changes in titles or numbering 


4. It bears on it the title, the volume, the specific issue/ number, date, 
and the International Standard Serials Number. 


Importance of Serials 


1. They contain up-to-date information 


2. They carry first information of new ideas or discoveries .i.e. they are 
primary sources of information e.g. research journals 


3. Information found in them may not appear in books. 


Selection and Acquisition of Serials in the Library 


Selection is based on users interest and needs (that is, users suggest 
titles to be acquired) 


Selection done must be within the library’s budgetary provision 


Selection tools used in selecting serials include Publishers’ catalogue, 
National Union list of Serials etc. 


Serials may be purchased (locally or from foreign countries), or may 
come as donation. 


Processing procedures, Display and Storage of Serials 
1. Checking of titles against the orders 

2. Stamping 

3. Assigning of class marks 


Display is done on sloping display shelves with compartments behind 
or underneath to keep back issues. Serials’ arrangement on the shelves is 
by subject. Back issues running into several volumes are bound at the 


bindery section. 


Retrieval of Serials in the Library 


Serials are not usually given out on loan to users but can only be 
consulted in the library. Photocopying of relevant pages of journals is 
allowed if users do not have enough time to stay in the library. An article 


may be traced by indexes and abstracts. 


Indexes provide access to relevant articles by making it possible to 


trace them through index entries or keywords. 


Abstract may be used in tracing articles the same way indexes are used, 
but instead of key words found in indexes, abstract give summaries. The 
user can make use of the abstract or request for the original article in 
full. 
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Reference Sources 


Reference Sources are vital sources of information found in the 
Reference Section of the Library. They are quick sources of information, 
they are not meant to be read from cover to cover but consulted for 
specific information or a particular purpose, they may be available in 
form of print and /or non print . They are not to be loaned out but used 
within the library. They can easily be identified with the symbol “Ref” or 


“R” which appears before the call mark on the spine of the book. 
Categories of Reference materials 

1. Directional reference materials e.g. abstract, indexes, bibliography. 
2. Non Directional e. g. dictionaries, biographies, encyclopedia 
Examples of Reference Sources 


1. Indexes and abstracts 


Indexes make other information materials easy to retrieve. They are 
finding tools that contain keywords/terms that has been used in 
describing some works that users may want to retrieve, works like 
journal articles etc. Abstracts are brief summaries of a given information 
material. They lead the information users to the whole and detailed work 


if they consider them relevant to their research subject. 


2. Encyclopedias: Encyclopedias contains articles on various topics 
dealing with the entire range of human knowledge. It is alphabetically 
arranged and is often in several volumes. It gives detailed information of 


an entire area of knowledge. 


Types of encyclopedias- general encyclopedias and subject 
encyclopedias are used to obtain quick information (facts) or detailed 
background information on a subject. E.g. - Encyclopedia Britannica. 
Information on encyclopedias has been derived from several sources, 
written by specialists, and organized for quick and convenient use, 


usually arranged in alphabetical order. 


General encyclopedia usually has indexes which direct users to the page 
where the information needed can be retrieved. Subject encyclopedia 
provides information on a particular field of knowledge. They may come 
as a Single volume or multi-volumes. E.g. Oxford Encyclopedia of Science 
and Technology, Encyclopedia of Social Science, Encyclopedia of 


Philosophy. 


3. Dictionaries-These sources provide inform about words . It gives the 
meaning, derivation, spelling, pronunciation, usage of words. They are 
arranged in alphabetical order. Dictionaries help users to understand an 
information e.g. General Dictionaries, Subject Dictionaries, Biography 


Dictionaries such as who's who in Nigeria. 


4. Biographies: Give account of the different events that occurred in 
people’s lives. While biographies give a brief account, encyclopedias may 


be more detailed. E.g. Who’s who in Nigeria 


5. Gazettes: These publications emanating from the government. They 
are periodic government publications which provide information on the 
activities of the government. E.g. information on government 


appointments, legislations, decrees etc. e.g. The Nigerian Gazette. 
EVALUATION OF REFERENCE MATERIALS 


Evaluation of Reference materials is the general assessment of the values 
of reference materials in relation to the needs of the users. The criteria 


for evaluating reference materials are as follows: 


1. Authority-This refers to the popularity of the authors, co-authors and 
publishers’ reputations. Some authors and publishers are renowned that 


people cannot doubt their integrity. 


Therefore, it is important that reference materials come from well known 


authorities and publishers. 


2. Scope-The coverage of the materials also counts. This is to show 


whether it covers a general knowledge or it is on specific subject area 


3. Up-to-datedness- The up-to-datedness of the content of the information 
material is important. Reference materials must be up-to-date and 


libraries are expected to acquire the most recent editions. 


4. Arrangement-The information in the reference materials must be 
systematically arranged for easy access. This could be alphabetical, 


chronological or in tabular form depending on the topic treated. 


5. Illustration-The level of illustration made is another factor that may be 


considered. Illustration must be made where necessary. 


6. Format-A reference material is expected to have a long life span. In 
view of this, the physical format of the material as to whether it is hard 
cover or paper cover, the type face or font are equally important and 


must be given necessary consideration. 


7 Bibliographies- Attention must be paid to articles in the reference 


sources whether they enlist the references consulted. 


8. Cost of Purchase-The cost price of a material serves as a determinant 
in deciding whether to acquire a title or not, and even the number of 


copies to purchase. 
Reference services 


Reference services in the library involves getting responses to users’ 
information need, queries and enquiries about anything, queries can be 
on how to locate a particular information source, gaining access to a 
database etc. Reference services can be offered in diverse ways such as 
phoning, chatting, one-on-one discussion etc Resources kept at a library 


reference desk include: 


1. A computer with internet access-Librarians subscribe to databases and 


also make use of public web for information provision for users. 
2. A collection of reference books 


3. Books and other items being set aside for users who demanded to pick 


them up later in the day or days after. 


4. Books reserved for students who are working on a special assignment, 
these resources are to be used only within the library and not to be 


borrowed. 


5. Printed lists of information items in the library that are not in the 


catalogue e.g. newspapers, school yearbooks etc. 
Reference Services 
1. A book for reserving computers with internet access 


2. Placing of books on hold so as to prevent it from being renewed by the 


user who has borrowed it 


3. Requesting for information material(s) from branch libraries or from a 


cooperating library through interlibrary loan 


4. Recommendation for the purchase of information materials which the 


library does not have and which will be beneficial to users. 
Copyright 


Copyright is the exclusive right given to an author and other creative 
artists to authorize the use of their work in any way (Okwilagwe,2001). It 
is the exclusive right accorded by law to the creator of a literary work, 
composer or artist with regard to the use and reproduction of his created 
works for economic or commercial purposes. In other words, copyright is 
the legal right secured by the creator of a work, whether is it literary, 
musical or artistic in nature, to protect the work from undue exploitation 
by members of society. Hence, people who want to use the work in any 


form must get the permission from the owner. 
Why do we have Copyright Laws 
1. To encourage creative people to produce works of culture, 


2. To provide incentives for the effective dissemination of work 


produced/ for financial gain 


The five broad categories of works that are eligible for Copyright 


protection in Nigeria are: 


a) Literary works 

b) Musical works 

c) Artistic works 

d) Cinematograph films 

e) Sound recording 
Exceptions: 


The second section of the Copyright Act provides general exceptions 


from protection of literary, musical and artistic works in Nigeria. 


According to REPRONIG (2004), Copyright is not infringed if a work is 


performed, copied reproduced or adapted for: 


i) Research or private study 


ii) Criticisms or review or the reporting of current events if an 
acknowledgement is made. 


iii) The inclusion in a film or broadcast of an article work and shown 
where it can be viewed by the public. 


iv) Reproduced and distributed in a place where it can be viewed by 
the public. 


v) The performance or broadcast of a reasonable extract, if sufficient 
acknowledgement made. 


vi) Reproduced and/or performed for judicial proceedings. 


Violation of Copyright Law 


Reprography has been noted worldwide as the major way in which the 
various activities amounting to violation or infringement of Copyright 
such as: plagiarism, counterfeiting and piracy are realized (Okwilagwe, 
2001). 


Ways in which copyright law is violated include: 


Piracy: is an act of violating Copyright law when people illegally 
reproduce work for sale i.e. for commercial gain without permission from 
the owner of that work. Different forms of piracy take place in Nigeria 
and virtually all intellectual works are pirated, be it music records, audio 


cassettes, video tapes and all paper-based printed materials. 


Plagiarism: This is an act of violating the copyright law, when people 
take other people’s idea and copy it, making it look as though it is their 
own original idea. This is also called “academic dishonesty” when you 
make use of people’s work without acknowledging them. 
Acknowledgement involves ensuring that all the names that have been 


cited in your text is included in your reference list. 


Counterfeits: This act is committed when fake copies of an author’s 


work are reproduced for commercial purposes. 


Photocopy: This is difficult to determine, since the copyright law has 
exception for the fair dealing for purpose of research or private use. 
However, photocopy still denies authors the normal benefits from their 


work. 


Referencing: Referencing is a way of giving credit to authors. Whether 
an author is quoted directly, paraphrased or an idea from an author’s 
work is included in one’s work; if such an idea has contributed to the 
work in one way or the other, it is very important to acknowledge the 
source of information. In acknowledging the authors whose works have 
been consulted; one is trying to avoid a violation of the copyright law 


called plagiarism. 
Referencing Rules 


e Any time one uses someone’s ideas one must include the name of 


the person and date of publication in the text. 


e All authors cited in one’s work must be included in one’s reference 


list at the end of the document. 


e Short quotations should have quotation marks, while long quotation 
should be indented. 


e Where there is no author, title of the work should be used in place 


of the author. 


e Where there is no date of publication use n.d. (i.e. no date). It 
should be noted that sources with no author and date must be 
considered carefully before using it in one’s work, except it is 


important in the work. 


e Begin the reference list on a new page by separating it from the 
body of the work. 


e Arrange all references in alphabetical order, according to the 
author and title in case of no author. This also depends on the 


reference citation styles chosen. 


Reference list and Bibliography 


A reference list is a list of all cited works prepared at the end of a 
document with the aim of providing bibliographic information to 
readers in order to locate and explore sources cited. Bibliography, 
on the other hand is a list of all cited works and those works not 
cited but consulted during the preparation of a document, or those 
materials to be recommended for further readings in addition to 


the ones cited in your work. 
Referencing Styles: 


1. American Psychological Association (APA) Style: Used commonly 
by people in the field of Psychology and other Social Sciences 
disciplines. For more details, see http://www.APAstyle 


2. Harvard Style: This is mainly used in the Physical and Natural 
Sciences, also, it is now being used in the Social Sciences. See 


http://www.harvardstyle 


3. MLA: Modern Language Association of America This style is 


used in Arts, Humanities, Literature and some other disciplines. 
4. Chicago: Preferred in History 

5. Turabian: For college students to use in all subjects 
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